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POREWglgD 

This guide to the establishment and 
operation of a school-based placement* 
pro<^ram is designed to serve as a compo- 
nent of the Progpam Development Section* of 
' the Career Education Handbook for Implemen - 
tation , It may also be detached from the 
Handbook and viewed on its own by. anyone 
'primarily Jlnterested irf planning and imple- 
menting school-based placement services. 
The guide is riot intended to be an exhaus- 
tive liist of all possible approaches to - 
providing placement services or to designate 
any one approach as universally desirable. 
It is designed to be of practical assistance 
to the user in building a placement program 
that wiTl effectively meet the needs of a % 
particular situation. 

The majority of , students exiting from 
school are looking for employment. Since 
most schools are already better equi]6ped 
' tp help the student continue hi's or heir 
education than to hrelp in finding employ- 
ment, the main challenge in 'providing 
school-based "placement services -is in the 
arfea of job placentent. In response to 
this, the main tKrust of this placement 
guide will bS in the direction of employ- 
ment. However, this should not be inter- 
preted as limiting school-bas^d placement 
services to job placement". To be truly 
effective, a school-based placement 
program must Coordinate fplacement efforts 
to serve the needs of all student^. 
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INTRODUCTION 



Earlier methods by which yoxing persons found 
their roles in socipty are no longer working 
satisfactorily in today*s complex society. Youth 
unemployment rates are unacceptably high, and there 
•is growing .dissatisfaction. with the consequent^ 
waste of valuable human resources. 

Legislators / educators, manpower planners, stu- 
dents, businessmen and labor leaders recognize 
that schools can do more *than prepare young persons 
for their futfure careers. In addition, they can 
actively assist students in implementing their 
career goals. This is- especially true in ttie area 
of, finding and retaining jobs.^ 

For these reasons, the National Advisory Council 
for Vocational Education recommended in its third 
report that "every secondary school should be an 
employment agency." The report further observed 
that a school in which getting a jot^ is part of 
the curriculum is more ,rikely -to have s.tudents who 
understand why reading and math"^ make a difference 
"than a school which regards employment as someone 
else's business. * 

The concept of Career Education in Michigan 
holds that one of the principal components of 
career development is carreer planning and placement, 
that part of the educational process designed to 
help students develop and implement systematic'^ 
programs to reach their career goals.. 

^ ,A school-based placement program is* an impb^ant 
step, in building effecJtive^ Career Education toM:he 
benefit of students, .schools, and the community. 
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AN OVERVIEW OP '^SCHOOL- BASED PLACEMENT SERVICES 



WHAT 
ARE 
• SCHOOL- 
BASED 
PLACEMENT 
SERVICES ? 



School-based placement services cover the entire 
range of ^assistance offered by a 'school to help the 
student develop and implement his or her career 
plan. These services help students to choose and 
successfully r^ach placement goals consistent: with 
their aptitudes, interests and abilities* 

The goals can be choices or combinations of 
choices in employment (full-time, part-time, per- 
manent and temporary), the military or pontinued 
education. 

Initial job placement may not> in itself, be 
sufficient., . Retention and upward mobility are 
important dimensions of successful placement ser- 
vices. Compreheiisive placement activity will 
resul,t in some youths' being employed while still 
in school.* In addition to enabling* students to 
continue their education, summer employment and 
part-time -employment during school can be valuabile 
^ learning experiences. * * ^ 

The final measure of the success oJ- school-based 
pl^acement i^s the satisfaction of students ^that 
these servi'ces did, indeed, enable them tp meet 
their immediate career aspirations and/or' represent 
the best choice, given available alternatives. 

V J 

Building systematic placement programs to help 
students reach tKeir^ career * goals is not the re- 
sponsibility of -one person or one institution , alone. 
If it* is to be -done successfully, it must involve 
the cooperation and effort of the total community-. 

Obviously, those inVolved would include: 
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- students 

- Parents 

- Educators 

- Employers 

- Labor unions 

- 'Professional associations 
-Community groups 

- School board memb'ers 

- Advisory committees 

- Government agencies 

- Legislators 

- Placement agencies, 
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An efficient and effective placen^ent program 
will help the school create ,a more meaningful en-, 
vironment for , students ^nd staff through: 

- Building identification with student career 
aoal5/ 

- Strerigthenrna ties between education and 
career goals, * 

- Providing "^formation curriculum strength 
and weakness, , 

7 Bridging the gap between , school and emploi^gent 

- Helping in career deSieionnfiaking and care«8 
' ^ planning.. 

-Recent pilot placement projects operating in 
comprehensive high schools, area vocational centers 
and community coj.leges have demonstrated that 
school-based programs .whieh systematically focus on 
placement can eff-ectively help students find and 
enter adult work roles. * 4 ^ * 

Area placement prdgrams that coordinate and sup- 
port the placeraentr activities of* local schools and 
other community agencies are demonstrating effec- 
tive ways to d^liver pla"cement services within a 
given geographical area* ^ / , 

In accordance with existing Career Education 
legislation, the Department of Education, in coop- 
eration with other agencies, is ^p^^io^ic^lly 
compiling and making availabl-e to Career' Education , 
Planning Districts "and Local Educational Agencies 
information pertaining to current and future job ' 
opportunities . 

Michigan has several pccupatipnal information 
delivery systenrs, ranging in sophistidation from a 
microBiche-bas^d occupational information retrieval 
system tp computer-assisted, ii\teractive career 
exploration*. systems*. Among' these are: 

1. Vital Information for Education and Work 
(V.I.E>W.)^ Program' " / ' * 

^ This program^ which is currently ^operating in 

a majority of Micl^igan's public secondary 
schopls . and community collteges , is a career 
information system which y^ili/Zes the medium 



of the microfiche, 



2. The Instant Career Program Directory % 
^ • (I.C.P.D\ ) Project 

This program, presently operating on an 
experimental basis in Northern Michigan, 
uses a Wide Arqa Telephone Service (WSTS). 
line delivery system to eoijvey accurate'-and 
current enrollment information -on post- 
secondary vocational and technical' programs . 

Plans have already been laid to incorporate 
these and other delivery systems in a comorehensive 
Michigan Occupational Information System/ 



WHERE 
DO 
.YOU 
START? 



uperintendent , or his desianee, iS thfe 
appropriate official for initiating- action to>lan 
and implement a school-based placement program. 

First steps* in initiating such action might be 

to: 



. 1. Secure th^ support of the Boaifd of Education 
for initiating action; ^ 

2. Determine how the planning effort will be 
organized within the agency; 

3. Choose a Placement Steering Committee repre- 
senting educators, employers, labor unions 
and other community in^terests; 

4. Assess placement nee^s and resources in ti)e 
' schools and the c6ramunity; ' . • / * 

5\ Survey existing placement activity in the 
schools^ the community and the surrounding 
area; 

6. Analyze the information received • threugh the 
assessment 'and survey; 



Por further information see: 
Diagram I, page 10 
. Appendix A, page 25 
Appendix B,.page 30 
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7. Develop a plan based on local* neea^ and 
resources; 

8. Submit the plan fqr approval by the Board ( 
Educationr and 

1 

9. Promote the p3<an ;Ln the schools and in zhe 
comjTiUnity. 



/ 



The placement office should he located within' 
the school and be easily^accessible to. students, 
school staff and employers* Appropriate space, 
•materials and clerical support should be provided 
^to acca*aplish placement tas.ks. Also essential are 
adequate provision for relephane comm.ur\icat ion and 
a travel budget to enabl-e the .placetnent office to 
develop and maintain neces-sary* contact with .employ- 
ers,^and other placement agencies for purposes of 
referral and follow-up. 



op 

sjsRvicEsr ■ ; 



A placement program should serve students on a 
12-month basis and pro\ride services for at least 
one year after they leave sc*hool. 



COORDIlBkTION 
..OP ' ^ . 
^.ELSCEMENT • 
'5K0GRftMS 



Michigan . 
• vfimployment 
Security ' 
^ Commission 



In planning and implementing school-based place- 
ment services, it is important to', coordinate 
placement effort with -other community placement 
programs to eliminate unnecessary (duplication of 
services ahd to make maximum use of existing .infor- 
mation and resources. 
i. 

The Michigan Employment ' Security Commission ' 
(MESC) is .an especially valuable^ resource for 
school-based placement programs.' Regular services 
of the MESC that woyld be made available to schools 
under the MESC School Cooperation Program would 
'include: 



- Job Bank Micijofiche 

- Career information 

- Planning information 

- Testing 

- Job Cordis information 

- Fijms 

- Brochures ' , 

- Application forms 
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- Labor Lav? inforkaticn 

- Resource* per^annei ' 

J»1ESC Branch Office .Managers should be contacred 
for ir:volven*>enT; in the *local or area school -based 
placen^tent prograr. ViLSQ representation on place- 
rent advisory coxuTittees is a good approach to ^ 
^effective coordxHation of effort with the I»1£SC. 
Requests to the .'•lESC State office for occupational 
inforr.ation "should be directed to the Occupational 
Research Unit, Program £>evelopjrent Section, Re- 
quests- for labor rr.arket'^inf orx^ation and occupation- 
al-outlook projections should be directed to the 
Research and Statistics Division. 

it is irportaict that "school-based place.T-ent 
activity be conducted equ itably and respons ibly on 
tr;^e *part of all concerned. It is m the best 
interests of students, staff and e'rr.ployers that a 
statenr.en t cf principles governing ethical practices 
in placement be developed. 

General^ principles of ethical placement prac- 
tices might include the following objectives: 

1. The open 'and free selection of placement 
opportunities^ that will provide students with 
the optimum long-term utilization of thei'r 
talents^ consistent wi't^i their personal 
objectives . 

2. The -promotion of intelligent and responsible 
'Career choices by the students 'for their own. 

gre^tes't satisfaction and \:he most ^fruitful 
long-range investment of their talents. 

3. The development of the placement function as 
an integral part of the educational system 
so that it, as well as the total placement 
pjjocess, may be oriented toward the estab- 
lishment of high standards of integrity and 
conduct among all parties. • 
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THE PLACEliENT PROGRA.M IN THE SCHOOL. 



A successful school-based placement program in- 
volves the total community and not only' the educa- 
tional institution. . Similarly, within a school, 
th^ placement program involves the total staff, as 
well as students and parents. Although roles may 
differ, none can excluded from a- successful 
program. 

^ While all are involved, however* the principal 
responsibi^lity for the day-to-day activities cf 
the placement . program rests with the placement 
staff. 



EXPECTED 
COMPETENCIES 

'PLACEJ^UT- 
.'PERSp!^EIEli\ 



An individual selected to organize and/or imple- 
ment the placemient program in the school shoulcj' 
have competencies related to the task. -The follow- 
ing competencies are seen as. related: 

- Able to work effectively with jsl wide range of 
individuals and groups. 

- Possessing enthusiasm and demonstrated ability 
in working with youth. 

- Familiar with the working practices of busi- 
, ness, industry, education and government. 

- Possessing a working kn'owledge of curriculum, 
curriculum content and related educational 
methods . • ' ' ' ' 

- Skilled in written and' verbal communication. 

i - Capable of organizing and managing a program. 

- Skilled in sales techniques. 

- Able to work innovatively and independently, 
. ^ witi^ flfexibility of schedule. 

- Possessing a wording knowledge of specific 
employment dynailfecs: 

Y 

a- The local labor market 

h. ETxisting community resources and agencies 
,*c. Fair employment practices ' 

d. Legal work restrictions 
",e. Hiring patterns 

f . vjob d^elopment, referral and^ follow-up 

g. Personn'fel officse procedures 
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h. Minimum wage laws 

i. Social Security registration 

3. Labor union practices and requirements 

The activities of the placement program are 
centered on serving three ^basic groups: 

1. Students ^ ^ 

2 . Employers 

3 . Educational staff 

In meeting the needs of students, the ^ placement 
program would: , * * , - 

1. Create an awareness of the placement services 
offered and how 'they can be used by students 
in achieving their own career goals. 

^ 2 . Impart information on career opportunities 
/ - and requirements, to assist students in their 
career --decision making and planning. 

3.. Involve students in the tasks and responsi- 
^ bilities of placement efforts. 

4 . .Assist 'Students in developing em^Dloyability 
. skills necessary to enable them to gain 

^esired^ emplgymen.t. 

5. Identify specific needs and interests of 
"each student served and provide appropriate 
assistance. 

6. Refer the' student to specific placement 
opportunities consistent with needs and 
interests . 

• 7, Follow up^ referrals to determine . outcome and 
any additional* needs of students. 

' In meeting the needs of employers, the place- 
ment program would: 

*> 

1. Create an awareness of the placement services 
c offered and how employers can benefit from 

them. 

2. Impart information to employers on the job 

JL • 
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-- \^. J ^' ^ needs/interests of students and their career 

. preparation. 

' \ ' * - . - 3. Gather information on pro3ected labor market 

b r. ' ' needs . 



4. Obtain i'nforraation 09 specific job openings, 
, ♦ including types bf 3obs, wages, fringe bene- 

' - , fits and collective bargaining practices! 

*/ 5. Refer applicants according to -3pb require- 

•mehts and applicant preparation' and interest. 

* , ^. * * • ^. Follow up referrals and placements with what- 
* ever additional services may be needed* 

7 . Involve employers in educational decis ion 
' ' ' " making and planning necessary to nve^t man- 

power and 'training needs. 

Educational To facilitate the efforts of the educational 

stsiff .staff, the placement program would: 

^ 1. Create an^awareness of th^ placement program 

and its' benefits to the total school program, 
^ as well as the roles of individual staff 
members' in the school's placement effort. 



Work cooperatively with the staff- by supply- 
ing information and resource materials ^* 



needed to teach pre-employment skills^ 



; 3. Develop a system for sharing career informa- 
^\ tion of mutual interest concerniTig develop- 

%; . ments in business, industry, labor and 

continuing education; the strengths and/or' 
W ' weakn.esses of existing career preparation 

programs; and the requirements of specific 
" studei\ts* and placement >openings ' 

4. Inform the staff about vhat is happening to 
. ' , students through direct follow-up informa- 
tion from students and employers. 



* 



• • * -,'5. .Participate in the planning and implemanta- 

! %ion of curriculum and program changes to 

enable the .staff to meet the needs. of 
"^x^ • students and the community. 



1^ 
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Diagram 1 



A SliGGESTED MODEL FOR PLANNING ^AND IHP L EMiKT i N6- 
'A^^SenOOL -BASED PLACEMENT PROGRAM 



Phase 1 

Planning 
i 



Assess hacement f 
^ Needs an^ Resources] 

DevelQp I 
Placement'Plan | 



Phase II 



Implementation 



Phase III 



[ 



r 



Adopt. 
Placement Plan 



Ch oose Pl acement Staff 

— c 



Operation 



Identify 
Student 
Placement 
Interests/ 
Needs 
I 



Establish • 
A Career 
Information 
System 



Select Placement Advisory 
nnmmlt^e | 



Promote 

Placement 

Program 



Identify 

Placement 

Opportunities 



Establish' 
A Place- 
ment 

Follow -Up ^ 
and Feed- 
back 
System 



Phase IV 

Evaluation 
and 

Modification 



Make Referrals 
To Available 
Placement 
Openings 



Evaluate 

Placement 

Program 



T 



Modify 

Placement 

Program 



r r 
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* OPERATING A PLACEMENT PROGRAM 



A functioning school-based placement program'' 
requires certain basic components. In 'planning 
and implementing such a program, it^is important 
to provide for these components:* 

1. Placement Advisory Committee ^* 

2. Placement staff ' ^ . • 

3. Ongoing in-service ^ * 

4. Prograrr. promotion' 

5. Career information^ system • ^ 

6. Identification of 'placem.ent opportunities 

7. : Identification of student placemten t 

interests/needs 

8. Referral system 

^ 9 . Follow-up and feed-back system 

10 . Evaluaftion and modification 

11. Area coordination and support 

r ^ . ^ 

A Placement- Advisory Commit.tee is an important^ 
part o*f school-ba-sed placement program. Since 
placement services must have a wide range if they 
are to ' meet student needs in implementing career 
goals , pf ovidirig these services is the responsi- 
bility of more^ than 'educators and students. a^is 
is especially true of** job placement. A Placement 
Advisor'y Comm'ittee can provide: 
- ' X— ^ 

a. Essential support and advice from a variety 
of viewpoints . * 

b. Current ^information on local l^bor market 

c. Contacts with employers and labox unions - 

d. Identification of placement oppprtunit ies 

e. Assistance in gaining community acceptance 

f. A forum for identifying placement problems 
. and resolving them 



For further information on how these -components 
might work together, see: 

,piagram 1, page 16 

Appendix A, parge 25 ^ ' . 

Appendix page .i^O 

21 ■ ■ ■ 
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Groups 
represented 



In order to be effective^ a. Placement Advisory 
Committee must be w§ll 'pl-anned. Its rqfle' should 
be well defined/ reasonable an'd substantive. In 
no case Should the committee be used .as a token 
group to a^jprove decisions already made. Its 
advice will be more freely given and its support 
will be more generous if the committee is able 

'* . 

Elect Its chairperson 

- Determine its agenda ' 

- Schedule its meetings 

Secretarial services and supplies for the cpm- 
mittee should be provided by the educational insti 
tuti* ' 



> 




Grou^^ represented on a Placement Advisory Com- 
mittee might* include: 



/ 



Use. of 

exrsting 

committees 



a. Emplc^ers * ^ 

b*. Labor x>rganization3 
' c"; Community groups 
J d,. Civic leaders 

e . Students 

f. Parents ^ 

g. Educators 

The size of a school, a school" district or an 
area will to some extent determine the size and 
scope of the committee. Existing committees/ such 
as advisory comihittees to vocational education pro- 
grams and Career Education committees, may well be 
. used if they meet placement advisory needs. Where 
an area placement program exists to coordinate and 
support local placement, the placement, advisory 
committee might possibly function bettfer at the 
area, rather than the local level. Whatever the 
size or location of the committee, it is important 
that it be as broadly representative as possible 
. and that it not be dominated by any one group. 



For additional suggestions, see Vocational 
Education Advisory Conunittees , "A Guide for the 
Effective Utilization of Advisory Committees," 
prepa-'red by bex^ral Michigan University for the 
Vocational and Te<;hnical Education Service of 
the Michigan Departini^t of Education. 
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The staff designated to carry outplacement 
responsibilities on a day-to-day basis is an 
important component of a successful school-based 
placement program. Building this component would 
include the following cor)siderations: 

^ a. Definition of expected competencies of a 
plaoement staff, 

b. - Clear designation of placement staff respon- 

sibilities, 

c . Adequate placemrent staff size, 

d. Incorporation of .placement staff within total 
school staff. . 

Placemen'^ a^ti^ities will demand considerable 
time and efzort^^6r\ the part of the placement staff. 
For this reason'/ a full-time, placement staff is 
desirable . How^^r,^ in schools -where the size of 
the student bod^ would not reqaire a full-tim^ . 
placement person, other options might be: 

a. A full-time placement person to^ serve several 
schools , 

, b. A placement person for each school on a part- 
time b^sis. 

Whatever the' size of the placement staff or its 
designation as full-time or part-time, it will be 
important to involve teachers, counselors and ad- 
ministrators as part o£ the placement effort. 

In operating ^ placement prQ^rarh^^ it is impor- 
tant that provision be made for arv ongoing 
in-service program for those directly involved in 
the placement effort. Such a program wopld allow 
for: ' ' 

- The development and updating of placement 
skills , . , . 

- Regular exchange of information among place- 
ment personnel, 

t , * * 

- Early assessment of factors that influence 
the success of the placement e»f forts , (i.e. 
developments in the local lalfDor market) . 
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"! Placement services are needed by students, 
schools and the community^ and they need to be''., 
promoted if they are to be successful. Organized 
placement services are new to many schools. The 
placement office will be faced with the challenge 
•of making its presence known to the school and the 
community and building and preserving a good image. 
Community acceptance will depend pn the perceived • 
value of the placement program to students and the 
community. 



Planning promotional efforts as an ongoing part 
of the program will be more beneficial than crash 
publicity campaigns. For this reason it is impor- 
tant to identify: 

a. -Who needs to be informed,/ 
/ b. What they need to know, 

c. How th^ information can best be communicated. 

Some ways of communicating information about a 
school-based placement program would be:* 



- Public speaking ; \ 

- Short films or sli<3e-tape , presentations' ^ 

- Public exhibits x^'- 

- Bulletin boards 

- News releases 

' - Open house ^ 

- Informational tours 

- Printed ma^terials 

Pamphlets ' ; 

Brochures 

Reports' 

Trie placement advisory committee and operational'' 
contact with the school and the community t>;ill help* 
in building^ good public relations, but some addi- 
tional steps might involve: ^ 

a . Presentations at: 



* For additional* suggestions see "Approaches to. 
Various Publics/' Part B of "Creating Awareness, 
Understanding and , Receptivity, " Career Education 
Handbook for Implementation . 




Faculty meetings 
Departmental " meetings 
Student assemblies 
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School board meetings 
PTA meetings 

Chamber of Commerce meetings 
Personnel association meetings 
Special group meetings 
Conventions 

b. Individual presentations to persons whose 
interest and support 'would advance the 
program. 

c-ir News media coverage of events or information 

relating to the placement program on a 

regular basis. 

I 

d. Membership in communj.1>y groups. 

e. Participation .in community activities. 



- Ac tiyXttes!:^^^^^^^ 
of ,,^ji|i'ceraefit;/ 



Information, both general and specif ic, 'Ironcern- 
ing career oppo;:tunities , requirements and entry 
processes must be made ayailable to studerfts to 
assist them in decision making, planning and imple- 
mentation of th^ir career goals. ^ 

School placement personnel have important acti- 
vities to accomplish in assisting the school in: 

- Identi fying sources of career information . 

- Gathering career information from placement 
contacts . 




- Interpreting follow-up information . 

- Helping students in indiv.idual career planning 
and academic programing . 

- Pifoviding delivery systems for career infor- 
rT\ation through existing school programs and 
special events such "as Career Days/i)7ights for 
all students and special interest groups . 

- tielping students develop an understanding of 
the steps involved in gaining entry to an • 
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educational program or a job and the skills 
reiguired to successfully take those steps.. 

m 

For othe^r information, see page 3, Occupational 
information d,elivery systems', aryd^page 5, Michigan 
"Employpi^nt Security .Commission, in this Guicie. 

The sJ^lls required to gain entrance to a post- 
secondary educational program, an apprenticeship 
program or p job have much in common. The school ^, 
may incorporate existing curriculum and counseling 
services in helping students develop these skills. 
Where existing programs do not provide for this 
assistance, it is essential that, the placeraept 
gramc»take remedial steps to assist the students' 
before making referrals to placement openiags. 
These steps may be takeui. on both an individual and 
a group basis . ^ ; - . 

Programs such as "Job Clinics" are helpful in 
assisting students to develop such_"emplbyaBility 
skills" as: ' 

a. Resume .writing 

b. Filling out application *forms ^ 

c. Understanding the purpose of an interview 
Gathering appropriate information to answer 
application and interview questions 

e. Identifying references 

J. Knowing how and w^ere to look for ^employment 
. Interpreting one's needs, interests and 

experiences - ^ 

h. Appropriate dress ^nd. grooming 
^ i. Efnployer ekpectations * 
j. Good tr^ijts in 'getting, keeping and moving 

ahead on a job 
k. How to resign from a job or an educational 
program .^^ 

* For further information consult "Employability 
Skills" in Vocational Education , Performance Objec- 
tives , and "tareer Planning and Placement" in 
Career Development Goals and Performance Indicators , 
publications of the Michigan Department of Educa- 
tion . • H ■ 
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" ^DBNTIFKaTIOH . 
^ 'OP - ^ • , ^ 

OPPORTONIEBEe 



* Information on specific, placefnent opportunities 
is essential for a successful school-based place- 
ment program. Traditionally school-based placement 
efforts have favored post- secondary education at 
the college , or university level, with less emphasis 
on apprenticeship and/or training programs. "'Even • 
so, such efforts' have generally not met the needs 
of all students. , 



Job openings 



The ma j or ity (Sf students leaving secondary 
school require jpb placement eithe't in f ull-t ime 
jobs , as they implement their immediate career 
goals,' or in full-'or part-t\me jobs *as they con- 
tinue their education to ^meet th^ requirements of 
longer range career goals. Add^d to this ate' stu- 
dent employment needs, either part-time ®r tempor- 
ary fq 11- time, t9 continue their secondary 
education. Consequently, the success of a school- 



based placement program will depend in large. part 



/ 



on its ability to identify 30b placement openings. 

The identification of 30b placement operpings^^y^ 
requires a cons isten^, concerted effort to contact 
the employers in theT labor market area. This 
should be done in a coordinated Way,, so that maxi-^ 
mum coverage is.a^sunsd without duplication of 
effort. Cooperation among school-based placement 
personnel in the area and between school-i)ased 
placement and the placement "efforts o^ the Michigan 
Employment- Security (Commission and other •public 
.employment agencies is es^sential to achieving * 
coverage^:j0^f^3oi^ placement openings. *^ 



Manpower 
programs 



Slcill.^-tirainin^' 



Government sponsored* manpower pro^rams^ such 
as youth enrfployment ^ programs, are important 
sources, of placement opportuTnities forepart-time 
and temporary full-time emplpyment., The tinle be- 
tween the announcement of such programs and th^ 
filling of 'jobs is generally -short; therefore/ it 
is importajJt that school-abased placement programs 
be , alert to such opportunities and iDe pi?epared to 
make referrals on shprt notice . 

Community-based» skill training programs and 
bus iness and trade schools readily offer specific 
information on available programs and admiss i.on , 
standards . T^pprenticeship program^ and industry- 
based training programs also supply information 



on placement, opportunities and requirements, on 
request. . ' . 



Colleges' and 
universities 



Placement openings in community colleges and 
four-year colleges and universities are usually 
identifiable by contacting col/lege admissions , of- 
fices* Specific programs offered and entry steps 
and rSduiremedts are generally available from the.- 
college ca^logue. Many colleges of fer "additional 
assistance and some actively recruit prospectin^e 
students. 

Since such educational/training placement Is 
required to enable students to achieve their long- 
range career goals, it should be coordinated with 
placement efforts to meet the employment needs 'of 
students. 



Military 
service 



The branches of the military maintain active ^ 
recru itmen-t programs and will supply in formation 
on placement openings and requirements on request*. 
Generally, the active promotion of such recruit- 
ment invt>lves relatively little ^effort on the part 
of the school to provide students access to such 
information. 



Contacts by 

placement 

oersonnel 



The task of identifying job placement openings 
requires .that *school-based placement personnel 
have a f lex^-ble schedule to accommodate the needs 
of studen-ts and employers. - 



Employers may be contacted by a variety of meth- 
odS/ the most effective method being personal 
visitation. This is especially true in initiating 
contacts. 

Visits to employment sites will enable place- 
rrtfent personnel to gain first-hand information on 
specific job requirements. , ^ ' 

The development of employer contacts is a total 
process, built on the expectation that both parties 
will hav§ much to contribute to each other over a 
long period of time. It should be systematic/ 
inclusive and efficient. 

_ ,IndividuaXj^c(intacts will always involve a per- 
sonal dimension and*^can cover a range of interests: 



2( 



r 



t 



ERIC 



V-18 



-•V '^..-- 



-i^'j^, . -V-,-.-. — 






- Information 

- Specif ic . openings 

- Referral 

- Follow-up 

To a great extent the success and continuation 
of sjuch contacts will involve mutual: 

- Understanding 

- Credibility 

- Reliability • - 

I"n initiating suph a program, a good starting 
point n;ight be employers who are ^already employing 
former students . ' ' • , , . 

Forms should be Developed to maintain a record 
of employer contacts. They should provide for 
such basic information as: 

- Standard identification items 

- Contact person • ^ > 

- Specific job openings 

- Specific job £-equirements 

- Dates and type of -contacts 

- Referrals 

- {Placements ^ * 

- Follow-ups 



- The satisfactory placement of students involves 
the identification of tj^eir interests and needs . 
Ir> order to make this identification and to have 
available the necessary information when it is 
needed for referral to speciMc placement openings, 
the following steps are recommended : i 

- Personal interviews 

- Counseling . . * 

- Recording of information . 

- Maintenanc-e of file of those available . 

""Counseling must be an integral part of any ef- 
fective placement program. Examples of some sug- 
gested counseling activities w.ithin a placement 
program follow:* * 

* For further information on potential roles for 
counseJ.ors in a school-based placement program, see 
The Process Guide for Career Guidance , a publica- 
tion of the Michigan Department of Education (Fall, 
1975) . ^ . . . ' 

29 
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Assist students to develop career plans. 
Help prepare students for employment by con- 
ducting ghroup job preparation activities. • 

c. Provide students with career information. 

d. Counsel students regarding their job 'readi- 
ness*. 

e. Visit employers and students on the job/ as 
needed. • ^ 

f. Help students make career choices. 

,g. Help s±udentj5' select curriculum appropriate 
for career choices. 

h. Assist* in follow-up studies. 

i. Provide supportive- counseling services, when 
needed, to students already placed. 

A wide range of information is required to sat- 
isfactorily meet the placement needs of students. 
Standard record-keeping forms are essential for , 
collecting , and maintaining this information. Many 
varieties of such forms have been developed by 
existing placement programs and generally contain: 

- Standard identification items 

- Career interests/needs 

- Developed skills 

- Previous experience 

- Employment prefefSfices 

' - Re*f erral/placement/f ollow-up 



The core of an operating placement program is 
its referral system. Essentially it involves the 
matching of student interests and needs with avail- 
able placement opportunities. Speed and accuracy ^«>. 
in referral are basic in making successful place- - 
ments. In referring students for employment, the 
desired number of applicants should be determined 
by the placement office in discussions with the 
employer prior to referral. 

Specific^ information on the requirements of the 
placement opening will assist the student in deter- 
mining whether the opportunity is consistent with 
his or her interests and needs. Once applicpants 
have been identified, referrals should be made. In 
tha event that no Applicants* can be identified, 
that information should be conveyed promptly to 
the one offering the placement opportunity. 
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Precise information should be made available to 
^the applicant dh the steps' involved in making appli 
cation, the contact person, and the date, time and 
place of the scheduled .interview. A standard 
referral form may be appropriate." 

Arrangements should also be made for follow-up 
on the outoome of the referral. In the ©vent that 
placement does'-pot octur, additional referrals 
should be arranged ' for the applicant arid for the 
placement^ opening. 



The day-to-^ay operation of a plapement program 
requires an immealate f^low-up of all referrals 
if it is to function effectively. Ufiless such 
' follow-up occurs, clients will be disappointed and 
valuable placement opportunities will be neglected. 
Forms are important for recording follow-up infor-* 
maticn so that the information may be organized 
an,d analyzed . ' * ' * 

In addition., -^nger range folla^v-up should be 
conducted in order to (determine: 

- Platement sa^tisf action 

- Adjustment needs 

- Curriculum strengths or weaknesses in prepar- 
ing students/for their career "^goals. 

Various types of follow-up surveys are conducted, 
'by local education agencies. Some of these surveys 
coyer all students leaving school; others cover 
only graduates. Some are tongitudinal surveys, 
covering students for "a number of years after 
leaving school. • , - 

In cooperation with local education agenci^es, an ' 
annual follov?-up of graduates' is conducted by 'the 
Michigan Pepaptment: of Education. This fol^lowrup 
survey cx>vers specific qdestions: 

, - Employment , 
7 Post-secondary education 

- Unemployment " . 

- Graduate comments and suggestions 

Participation in this survey allows for a com- 
parison of information at different levels: 
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Feed-back of 
information 



- State 

- Career Education Planning District 

- Local 

The value of a school-based* placement program 
is greatly enhanced' if the placement office regu- 
larly shares understandable foliow-up information 
for decision making and planning with: 

- Students 

- Teachers and counselors 

- Administrators 

- Labor market planning agencies 

- Other placement programs > 



10. 

EVALUATION ^ 
AND 

MODIFICATION 



Evaluation and modification should be an inte- 
gral part of the placement program's operating * . 
^plan. In evaluating the effectiveness of the pro- 
grams, it is important to consider such things as: 

- Students served 

- Placement openings identified 

- Referrals made 

- Placements made 

- Placement openings not filled and reasons why 

- Types of placements made , 

- Earnings t 

- Success of placements 

- Conditions of the labor market 

In making^ modifications it is important to 
examine the operation of program components and 
the cause-effect relati-onships of .program compo- 
nents to the identified • strengths and weaknesses 
of the placement progr.am. ( . ' 

Provision should be* made for ongoing monitoring 
of the pirbgram and modification. . 



Repcnrting is essential to the evaluation proc- • 
ess. Reports may fal\ into two general categories; 

a. Informal - th'ose reports > necessairy to main- 
tain an ongoing placement; program. These 
reports are usually jnade^ on a weekly- or a 
'monthly basis to those primarily charged 
with operating and supporting the plctce.ment 
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program, e.g. 



- Placement advisory committee 

- Placement directors 
-Placement staff 

- Teachers 

- Counselors 

b. Formal « those reports necessary to summa- 
^ ^ rize the placemeat program in terms of its 
accomplishmeYjts and problems arising^ over a 
period of time. These reports are Usually 
made on a quarterly, semi-annual or annual 
basis, to those primarily charged with broa*d 
.er responsibilities than placement alone, e. 

- School boards . 

- Superintendents 

- Principals 

- Advisojry committees 

" A labor market will generally encompass several 
schools or school districts. Therefore, it is 
advantageous to the schools and' the employers in 
the area ^ to coordinate efforts in canvassing em- 
ployers and to exchange information concerning 
available manpower and unfilled job openings. ! 

How placement efforts in a given area can best 
be coordinated will depen(^ on an assessment of the 
varied needs and resources of that area and the 
development of a plan foiz area coordination and 
Support of local placement activities.* 

An area placement pfiogram would provide- the fol- 
lowing advantages to local pd^cement programs: 

a. Coordinate job development efforts so that ^ 
local placement programs would be able to 
ccpver the" employment mairket without duplica- 
''V tion of effort and, possible inconvenience to 
^- employers. 

b^/ Coordinate exchange of information on job 
. openings so that local placement programs 



* further information ,on how area and local 

act'ivities might be coordinated, see Appendix B,/ 
page '30-. ' 
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would have access to a , wider, range of job 
opening information than they could generate 
by local effort alone. 

c. Enable* local placement programs to meet the 
needs of employers by making availabjte a 
broader range of students for placel^fent. 

d . Provide assistance and support for local 
education agencies in starting local place- 

• ment programs. 

e. Provide ohgoing in-service training programs 

• that would make possible an exchange and 
update of information on placement . 

f. Provide local placement programs with cui^xent 
and accurate area career information that" 
would enable students to make knowl^edgeable 
career "decisions . 

g. * Provide placement services in the most cost- 

effective fashion* consistent with the 
achievement of the objectives of the place- 
ment program. 



FURTHER 
ASSISTANCE * 
FOR 

SCHOOL-BASED 
PJiACEMENT 
SERVICES 
IN 

MICHIGAN 



If you are interested in further assistance in 
the establishment of school-based placement ser- 
vices, . contact: . • 

T\ie Mi*chigan Department of Education , . 
' Placement Programs 

r Box 928 , . , 

Lansing, , Michigan ^ 48904 



(517-^373-3370) 
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A. 



^sesis pla&Mient 
iStspurtes. 



Develop 

pl«cemnt,pTan^ 




SUGGESTED MODEL gOR 
PLAHNrKG AND IHPLEHENTTNG 
A SCHOOL -BAStD PLACEMENT PROGRAM 



Phase I - Planning 
PERSONS ^RESPONSIBLE 



j Superi 



ntendent 



ACTIVITIES 



Superintendent . 




a. Designate persons > 
responsible for 
assessment. 

b. Assess placement 
needs and resources 
in the schools and 
community. 

Survey existing ' 
placement activity, 
d. Analyze and summarize 
information. 




% 



Secure support of 
the" Board of 
Education. 
Chi)Ose a Placement 
Planning Committee, 




V 



a. 



Board' of 
Education 
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Review results of 
Placement Assessment. 
^ExamijifiJ^^ . 
"placemen^ guide- 
lines and models. 
Develop a placement 
plan based on local 
needs and resources. 
Identify budgetary^ 
resources and \ 
designate appropriate 
amounts. \ 
Identify participating 
schd^t5-b«ea on 
•placement assessment 
and- placement plan . ^ 



. Review proposed 
placement plan, 
b. Adopt placement plan. 




Phase' II - Implementation 
PERSONS RESPONSIBLE 



j Superintendent ^ 



Building 
Administrators 




ACTIVITIES 



a. Identify staff heeds 
based on existing > 
resources and 
population size^^,^^ 

b. Choose placapent 
persojinej,,.,*if1th 
apprg4>r1ate 
comiJenteocies . 

c. Assign staff duties ' 
consistent with 
placement plan . - 

d. Designate appropriate 
^^^ilities. 



a. .Select membership 
on basis on broad 
representation . 

b. ^ Coordinate roles 

and responitb^^tTt iej^ 






a. Recommend members 
of Placement 

, Advisory Committee . 

b. Select school _ 
representation if 
required . 


Building 
Administrators 









Phase III - Operation 
PERSONS RESPONSIBLE 



Placement 
Advisory , 
Commfttee 



Placement 
Staff 



ACT1VIJ1ES 



Identify target 
populations in ' 
school and 
(Toram^unity . 
)evise appropriate 
^omotion strategies 
ar^ techniques . 
Maintain- consistent 
proti(iotional campaign. 
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PERSONS RESPONSIBLE 




ACTIVITIES 



Placement 
Advisory 
CofTini ttee 




Plac^ent 
Staff 



Placement 
Staff 



V Identify careejV/^"^ 
information' sot/rces. 
Establ }%hA career- 
infopmStion collection 
and^elivery system. 
Maintain and update 
career information 
s>ystem. 



Advise on strategies 
for identifying 
placement 
opportunities, 
especially job openings 
within the labor 
market n|.tural to ttje 
are^,^.^*'^ 
Asfist in gaining 
entree to employers, 
labor unions, fete. ^ 
for identification 
of job openings. 



a. Devise strategy for 
efficiient and^ 
effective coverage 
of placement 
opportunities . 

b. -* Coordinate efforts' in 

contracting employers, 
labor unions, etc. 

c. Exchange information 
on unfil led job 
openings ♦ 



Prepare inventory 
of student populations 
to be served . 
Interview individual 
students . 

Record appropriate 
information . 
Maintain active file 
of students seeking ' 
employment. 
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OBJECTIVE 




ptERSONS RESPONSIBLE 



ce referrals 
available 
placement 
openings 



Placement 
■Staff . 



Establish a 
Placement Follow- 
Up and Feedback 
System 



Platement 
Staff 



ACTIVITIES' 



a. Infonn student 
Concerning specifics 
of placement K)pening. 

b. Arrange Interview 
with employer or 
educational agency. 

c. Monitor Interview 
outcome. 

d. *If i^jot .placed, refer 
ariather applicant. 

fi. /Re-process 'initial 

/ applicant. 

f . . Refer urxfilled 
openings to other 
placement staffs 



a. Follow-up placements 
\ for additional 

assistance and 
Information. , 

b. Collect and .maintain 
data on placement 
opportunities, 
referrals , and 
placements. 

c. Feedback appropriate 
follow-up information 
to, students, school ' 
staff, adminfstrators, 
and Placement 

< Advisory Committee' > 



Phase IV - Evaluation and Modification 



OBJECTIVE 



1. Evaluate 

placement process 



PERSONS RESPONSIBLE 



ACTIVITIES 



Placement 

Advisory' 

Committee 



J. 



Placement 
^taff ^ ' 



a. Analyze' and evaluate 
foUowrup data in 
terms of placement 
effectiveness . 

b. Prepare required 
repof'ts with ^ 
appropriate data, 

* evaluation, and 
recommendattons 
for modification . 




PERSONS RESPONSIBLE 

i School Board \ \ 

■ \ 

I Superintendent ^ 



Building 
Adrninistrators 



Placement 

Advisory 

Committee 



Placement 
Staff 



ACTIVITIES 



Receive required 
reports. 

As«"eSjS effectiveness 
of pVacTement 
program. 

Approve appropriate 
reconimendatlons for 
modification- 



a. Re-design program 
components in 
accordance- with 
approved modifications. 

b. , ^Implement 
mod 1 f i ca t i on s . 



--"^ ; • V 




/ 
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Appendix B 



A SUGGESTED MODEL FOR RELATING 

AREA PUC&tENT ACTIVITIES 
TO LOCAL PLACD^ENT ACTIVITIES . 

Under an area placement plan, the 
inter-relationship of the area placement 
office and the loc^l placement office 
might include the following: * 

Phase I Planning 



OBJECTIVE 



AREA ACTIVITY 



LOCAL ACTIVITY 



Assess Area Placement 
Needs and Resources 



2. Establish Boundaries 
of Placement Area 



3. Plan Area/Local 
Placement Service 
Program 



Survey area, in terms of: 

a . student population; 

b. existing school -based 
placement services, 

c. present student place- 
ment patterns, 
existing community/non- 
educational placement 
services , 
labor market, 
projected placement 
needs, ^ ' 

available resources for 
placement. 



d. 



AnalyzB survey data and 
determine area* boundaries 
In terms of natural Tabor 
market. 



Develop area/local place- 
ment plans using local. 
inputs , ; 



Input local 
information to 
area survey. 



Assist in deter- 
mination 'of area 
boundaries. 



Input to develop- 
ment and adoption 
of area/local 
placement plans. 



OBJECTIVE 



Initiate Area 
Placement Service 



2. Initiate Placement 
inservice Program 



Phase II - Operational 
AR^' ACTIVITY 



Cooperatively determine 
area placement office 
sit^. Choose area 
placement staff. 



Conduct Inservice pro- 
gram for area/1 oc,al 
staff. 



LOCAL ACTIVITY 



Coop'eratlvely 
determine 
area placenient 
9ffice site. 



Participate In 
fnservlce program. 
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AREA ACTIVITY 



Ji 

LOCAL ACTIVITY 



Select^ membership of • 

' lOV^CiiCilt nU V 1 biii jf 

tomij).ittee on basis of , 
broad represfenfat'Jon. 
Coordinate r6]es • 
and re^ponsibint'ies . 


v' 


Recomrnerid me^nber- 
ship of Plaf-ement * 
Advisory Committee. 








Select Vocal place- 
ment representative 
on Placement 
Advisory Committee. 


• » . * 





Establish a-rea system 
tO;Col.lect,.. manage anc 
"disseminata career 
infbrmarticri. -Coordinate 
with ekistijpg career 
information sources. 




Input w desi red 
career information 



Coordinate area/loc^l 
responsibilities for 
contacting 'aoployers and 
identifying job openings. 



Participate in 
coordi Rated 
system- for con- * 
tacting employers 
and identifying 
job openingK ' 



CbordiT^ate area/ local 
r^ferr^l system for 
job- openings. 



Assist in ^establishing 
local .placement lervic^s 
for-schools not large 
enough to require an* 
individual loca'V. ^ 
placement officejr. * 

■ — A ' 



Identify student 
job interests/^ 
"f^eeds . Inform 
student concer- 
ning spe'cific 
job openings, 
requirements , 
j^/ork conditions, 
wages, etc. 
Contact -empl-oyer 
to arrange inter^ 
view; monitor 
interview out- 
come. If not 
placement, 
refer-another 
applicant.' 
Reprocess 

initial applicant. 



Monitor referrals and 
placements. ^^Redi rect 
unfi Jled-^'job openings 
to other local offices. 




tfefer job opening . 
needs to area 
office. Refer un- 
f i 1 fable job open- 
ings to 'ar'ea office. 
Inform area office 
fif job referral 
outcomes. 
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OBJECTIVE 



AREA ACTIVITY 



LOCAL AaiVITY 



7. Establish a Place- 
ment Follow- Up 
System 



Offer inmediate 
follow-up 
service to stu- 
dent, eniployer 
and school st^ff 
for^ information 
and' job adjust- 
ment. 



Collect and ma1ntair> 
data on area/local 
referrals and placements. 




Collect and main- 
tain ^f^ta on \^ 
local referrals 
and placements. 







Phase III - Evaluation and l-todification 



OBJECTIVE 



1. Evaluate Placement 
' , Process 



2. I^todify Placement. 
Program 



Af^EA ACTIVITY 


LOCAL. ACTIVITY 


Analyze* and evaluate area/^ 
local follow-up data in 
terms of area placement, 
profile. 

Evaluate all components 
of area/local placement 
process.. 




input^ to area/, 
local evaluation. 








Analyze and 
evaluate local 
foi low-up data 
in terms of 
placement 
effectiveness. 






Cgnvey evaluation informa- 
tion to appropriate pro- 
grams and agencies. « • . 







Redesign area program * 
components as indicated 
^by modification plan. 
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Assess area' placement 
program as evaTu&ted. 




Assess loca^ 
placement pro- 
gram as evaluated.. 






Coordinate area/local 
assessments. 





Plan expansion or reduc- 
tion of arqa prograrfi in 
popul'ation and/or 
servi'ces. 




Plan expansion 
or reduction 
of local pr'ogram 
in. pdpulation 
and/or services. 







Redesign local 
program compo- 
nents as 
indicated by 
Modification 
plan.^ 

/ ■ 
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